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1. GCERERAL

Tis Regulation establishes basic policies and responsibilities for
adwinistering the Agency Records Management Program, Its ulzrew-
ments are in agreement with the Pederal Records Act of 1950 (Public
Law TSL, 81st Congress) and other applicable statutes and regulations,

2. OBJECTIVE

Records Management is controlling and improving records from their
creation or receipt to thelr dispositlon, with resultant economies
in manpower, supplies, equipment, space, time and money.

3. POLICIES

The Agency Records Management Program shall be administered on a
decentralized basis through area programs governed by the policies

ocutlined under the inspeedden program functlons.
RESPLET TPV

li. RESPONSIBILITIES
a, The Chief, Management Staff, 1s responsible for:
(1) Drecting and coordinating the Agency Records Management
Progrem by providing basic plans, policles, and procedures,
and staff guidance for their appllication to srea programs.

(2) Conducting operational audits of area programs to promote
thely effectiveness.
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(3) Providing, in collaborating with the Director of Training
facilities (including instructional and training media)
for the guidance, indoctrination and technical traiming in
the program functions,

be The Deputy Director (Plans), (Intelligence), and (Support) or their
designses a&re responsible for:

(1) Establishing and maintaining area programs to meet the re-
quirements of this Regulation,

{2) Rendering such reports as may be required.
(3) Designating in writing to the Chief, Management Staff and

Arsa Records Officer who will have the responsibility for
maintaining the area progranm, :
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REPORTS MANAGEMENT
5, POLICIES

The Agency Reports Managementi Progrem shall be governed by the
fallesing policiesn: _

L

b,

Directives. Requirements for reports shall be in
ks

Creation Control. The following controls shall be maintained:

(1) Each existing and proposed reporting requirement shall be
approved by the Reports Control Authority of the component
which originated the requirement, ‘

{2) Each approved requirement shall be assigned a reports :
eontrel symbol by the approving Reports Control Authority.
‘Beports control symbols shall be cited in report directives
and in reporis submitted accordingly, The chisf of & compo-
nent receiving a report directive after 1955 which
does not cite a symbol for a recurring report shall refer
the matter to the Reports Control Authority of ths component
which originsted the requirement,

(3) Existing sources of information shall be publicized through
published lists of current recurring reporting requirements.

o. Resppraisals, Existing reports approved in accordance with this
‘ ﬁ ton shall

8,

By

- be reeppreised at least annually., New or re-
vised reports shzll be reappraised initially within three months
after submiasion of the first report and annually thereafter,
Reaponsibility for reeppraisals rests with Reporis Control Authori-
ties at both the requiring and preparing levels.

RESPONSIBILITIFS
The Chief, Mansgement Staff, 1is responsible for:

{1) Mmintaining a record of the types of recurring administrative
or management reports submitted:

{a) On a Headquarters-wide basis,
{v) From or, to field stations,

{c) From or to organizations outside the Agency.
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(2) Publishing lists of reports included in paragraph (1)
above,

{3) Conducting studies of reporting requirements and systems
of Agency or Headquartersewide aignificance, and serving
as srbitrator in resolving conflicting views on reports
mttors,

b, Reports Control Authorities shall provide the Management Staff
with current lists of ares reporting requirements and such
supporiing material ss the Managemont Staff may require to
carry out its Program responsibilities,
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CORRESPONDENCE MANAGEMENT

7. POLICIES

The Agency Correspondence Management Program shall be governed by
the following policlest

a, Correspondence shall be answersd or acknowledged as soon as
feasible, preferably within five working days from its receipti.
However, when it can be reasonably assumed that the corres-
pondent anticipates 2 delay in receiving & reply, an acknowledge-
ment should be waived in favor of expending the effort on & full
reply, Congressional correspondence shall bs answared or
aakmowledged within thres working deys from its receipt by the

b, ‘The standards of HB Correspondence Siyle and Proce-
duras, shall be applied as extensively as possible to provide
the uniformi ty essential to efficisnt correspondence operations,

¢, Form and pattern correapondence and correspondexes shall be used

shenever practical to sirplify the prepsraiion of repetitive
eorrespondence,

d, Handwritten notes or personal contacts should supplant corress
pondence whenever possible,

e, The transmittal of selfeexplanatory forms, reports, and publi-
cations by nonessential correspondence shall be awided, Cone
sideration shall be given to the design or compesiltion of docu-
memts to provide for their transmission without covering
correspondence,

f. Provision shall be made whenever possible for indicating con-
surrences and approvals on basic documents to obviate the
preparation of sdditional correspondence.

g. Te preparation of nonessential copies shall be avoided, Hesd-
quarters addressees who have not indicated a necd for courtesy
copies should not be furnished them, Courtesy copies are mot
required for addressees outside the Agency except members of
Congress and officials of other Federal sagencies,

-G
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h, HMeasures shall be taken to determine and correct individual
writing weaknessges,
8. RESPONSTBILITIES
a, ‘The Chief, Management Staff, is responsible for:
(1) Developing snd maintaining publications on Agency corres=
pondence style and precedures,
(2) Collsborating with the Director of Training in providing
guldes to affective writing, P
{3 Reviewing and spproving requests for nonstocked stenographic
and typing equipment and supplies,
9. PROCEDURE

Requests for stenographic and typing equipment and supplies not availe
@ble as stock items shall be submitted to the Logistle Office through
the Chief, Msnagement Staff (Attn: Chief, Hecords Management Division),
with complete justifications for the nonstocked items,
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FORMS MANAGEMENT
10, POLICIES
The Agency Forms Management Progrsm shall governed by the following
policies:

B,

b,

f.

i1,

Re

New forms, revisions to existing forms, standard forms and forms
of other sgencies will not be procured or produced without
authorisation in accordance with this regulation,

Existing nonessential forms, or those which require wasteful
operations, shall be eliminated or corrected,

Forms performing the same or related functions shall be consolidated
and the acope of usage for cach form extended insofar as is precti-
cable, _

Epdern snalytic and design technigues shall be utilized to simplify,
standardize and improve Agency forms,

Related forms, procedures and regulatory lssuances shall be inte-
grated,

Forms shall be systematically and perlodically reviewed to control
quality and quantity as well as to identify and solve functional
and organizational problems, '

AESPONSIBILITIES

The Chlef, Management Staff is responsi.
ble fors

(1) Reviewing, analyzing, recording and approving or disapproving
continued uss of existing or installation of proposed, Agency
forms and forms of other Govermment agencies,

(2) Registering, identifying and designing formsj developing speci-
- fications, and recommending production methods, procurement
sources, storage and distribution practices,

{3) Keeping informed of new developments in the forms minagement
and related technical fields,

(h) Mintaining official records of the coordination and approval
of forms; providing a central source of reference and
technical consultation servicesj and publishing periodically,
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(5) Maintain Agency liaison on forms management matters with
Federal and private organisations.

12, PROCEDURES
8, New and Revised Forms

(1) Prior to requesting a new or revised form the requester

shall review the current CIA Notice listing all £
by the Agency or contact the Forms Management Branch

where samples of all approved forms are avallable,
determine whether or not an existing Agency, Standard or
other Government Agency form will serve the purpose,

(2) If an existing form cannot be used, prepare and forward,
through the appropriate Area Records Officer, to the Forms
Management Branch, the following:

{a) A rough draft of the proposed form,

(b) Form Mo, 30, Request for Approval of Form (in duplicate)

completed in detall and signed by a responsible
official of the requesting office such as z Section,
Branch or Division Chief,

Requisition (see par, 5a(l) R

{e) Porm 36=-2 (to be redesignated Form No. 70) Reproduction
]

(d) One copy, if applicable, of the coordinated, proposed
Regulatory or intra=-office issuance or procedural

instruction, prescribing or implementing the form's use,
(3) In initiating requests for supplies of new and revised forms,

provide sufficient lead time for production or procurement;
30 days for production on Agency facilities, 60«90 days for

procurement from the Qovermment Printing Office; and 120 days

for speciality forms produced by commercial sources,
be Reprinting and Overprinting Existing Forms
If an existing form is to be reprinted or overprinted, forward

Form 36-2 (to be redssignated Form No., 70) Reproduction Requisitionm,

as provided above, (If the form bears the old style foram number
consisting of a prefix and secondary number, also forward Form
No. 30, Request for Approval of Form),.

(1) Obtain widely used forms from Building Supply Rooms,
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{(2) For forms not stocked by Building SBupply Rooms, =ubmit a
Form No. 88, Requisition and Shipping Instruction for
Bupplies and Equipment,

(3) Offices of primary interesst will maintain supplies of forms
which are not to be stocked by the Supply Division,
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13, POLICIES

The Agemocy File Standards Program will be governed by the following
policiess

4. File Systems and Procedures

{1) 8imilar records shall be maintained umder uniform file
systems and procedures adapted to the individual programs
and types of material,

{2) Pile stations shall be realistically located so &3 to ensure
adequate reference ssrvice,

{3) Related papers shall be maintained with official record copies
of documents and filed by a system and at a file location
that will assure proper documentation of the organization,
functions, policies, procedures and essential tramsactions of
the Agency.

(L) Establishment of duplicate files shall be avoided,
bo File Fquipment = Letter and Legal Sise

(1) Eon-safe type cabinets - Purchase will be limited to 5 drawer
cabinets without locks and equipped with gulde rods,

{2) Bafe Cabinets = Procurement will be limited %0 2 and L drawer
cabinets with guide rods and of a standard and type to meet
the security requirements of the agency.

(3) Maximum utilisatiom of file cabinets is to be cbtained by:
{a) Transfer imactive rscords to the Agemey Records Center,

{(v) Disposing of records in accordance with Record Control
Schedules established through the Records Management
Division, Mamagenent Staff,

{c) Removing office supplies, amnd other nomrecord meterial
from filing cabinets,

{é) Using letter size cabinets when less than 20£ of the
material %o be filed is of legal sise,

(e) Centralizing files in vault areas, where feasible, to permit

use of non-sale tﬂn cabinets
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(2) Using non-safe type cabimets without lock for wne
classified records.

(L) A report of filimng squipment showiag accretions and total

¢, Pile

in use by type will be made anmuelly as of the end of each
fiscal year, '

Supplies

(1)

(2)

(3)

Folders « Letter and legal size records, except as provided
for im {2) below, will be mintained in kraft, square cut,
plain tab reinforced, 11 point file folders with fasteners
iz suitable positioas,

Folders, Heavy Duty = Letter amd lsgal sise records, subjeet
t0 usage that would necessitate replacement of 1l poimt
kraft folders during the active life of the records, will be
maintained in pressboard folders with metal tabs third cut,
slot punched im 1lst and 3rd positions, and linen "W® type
sxpansion gussets,

Guides = The file guide wed for letter and legal size records
vill be pressboard, with engular metal tabs, 1/3 cut with
lower projection.

Ui, RESPONSIBILITIES

& The Chief of Management Staff is responsible for:

(1)

(2)

(3)

Developing standards for Agency file procedures, systens,
equipment and suppiies and maintaining necessary related
publications,

Reviewing and approving requests for nomstandard file equip-
memt and supplies,

Maintaining Agency liaisom on file standards with other
Federal and private organisations,

bs The Director of Logistics is responsible for restricting the
procuremest and issuance of filing equipment and supplies inm
sccordance with the requirements of this regulatiom.
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15, PROCEDIRES

Pile
upp

8o '« Available from Building

Guides and Fold-rg

ces out req OR..

b, Heavy Duty Folders - Submit Form ¥o. 88, Requisition and Shipping
m%mcﬁms Tor Supplies and Fjuipmeat bearing the following
certification sigmed by the person responsible for the Ares Records
Management Programs

"These folders sre needed becauss the frequent reference
requirements of the file would necessitate replacsment of
the standard 11 poimt kraft folders during the active life
of the records.,”

. ' Lezal Sime Filing Cabinet = Submit Form No. 88,

R “ga an PP Toctions for Supplies and Tquipment
bearing the following certification signed by the person
yesponsible for the Area Records Management Programg

"This certifies that this office has complied with the
utilisation provisions of Section 13, parsgraph 3 of

Regulation ]
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RECORDS SYIST MBS

16, FPOLICIES

Eificiency and ecanomy im the conduct of Agency record operstioms
will be promoted through the application of appropriate record
systems, practices, and devices pertaining to filing, processing
of mail, reproduction of records, posting and recording operations,
and commnications,

17, RESPONSIBILITIES
8, The Chief, Mamagement Staff, is responsible for:

(1) Conducting studies of recognized records systems in order
to0 determine possible applications in the Agency and, in
collaboration with other appropriate tethniciams act as

- record systems advisor im comnection with the selsctionm,

17 4mgtallation and utilisation of such systems,

{2) Promote record systems applications through the develop-
ment and dissemimation of guides illustratimg technigues
and devices for solvimg record problems,

{3) Conducting surveys of record problems im collaboration
with appropriate representatives of affected Agency
components in order to recommend more efficient systens
and devices,

b. The DD/I, the DD/P and the DD/S or their designees, are responsi-
ble for contimuing reviews of rescord operations to asaure
performance in the most efficient and economical mamner, and for
requesting techmical assistance from the Chief, Management Staff,
in the study of suspected problem areas,
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21, POLICIFS
The Vital Materials Program shall be governed by the following
policies:
s, An area wide appraisal of vital material r.quirlmenté shall be

Y.

Ce

d,

22,

b.

made at least annually to assure the addition or elimination of
record series based on curremt conditions and emergency objectives.

offices of origin shall be responsible for depositing materisl
vital to the emergency operations of their owm or other offices,
Duplication of such deposite by using offices will be avoided
except when specifically justified.

Records classified as vital materials or copies of such records
shall be transferred to the Repository in & securs mamner and oa
& timely basls, '

Records in the Repository will be paintained in a manner consl stent
with the requirements for their emsrgency use.

RESPORSIBILITIES
The Chief, Management Staff, is responsible for:

(1) Developing, mintaining publications covering guides and
procedures for the selsction, reroduction, transfer,
meintenance, use and inventorying and accounting for vital
materizls,

(2) Coordimating trips to the Repository to effect the deposit
and withdrawal of Vital Materials and the visit of authoriszed
personael,

The Deputy Director Plams, Depuly Director Intelligence and Deputy
Director Support or their designees are responsible for the
sslection and timely transfer of vital materials to the Repository
and for providing adequate instructions for their meintenance at the

Repository.
{1) Periodically progrsm appraisal;

(2) Selection and timely transfer of vital mterials to the Repositoryjamd |

(3) Providing adequate inspsction for mintenance of vital materials

&t the Reposlitory.
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¢. The Custodian of the Repository is responsible for s oring and
mintaining vital materials,
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